BRAC Internship Opportunity – Details

Programme/Department: BRAC International
Project/Unit: Travel & Admin 
Duration: 3 months
Starting Date: 7th August, 2016
Application Deadline: 30th July, 2016
Location: Head Office, Dhaka
Working Hours: 08:30 am – 05:15 pm, Sunday to Thursday
Purpose

The intern will be working with Admin and Ticketing personnel at BRAC International (BI) to support for managing and coordinating all aspects of business travel to meet the specific needs of BI and its staff.
Responsibilities
a) Research travel procedure and destination information on the internet, creates and maintains relevant files and databases, and stays in constant communication with employer and employees;
b) Support for purchasing all domestic and international tickets in coordination with the different departments;
c) Coordinate with travel agency and airlines to verify travel details & arrange reservations using existing flight schedules; 
d) Check refund cancellation sheet from agency and provide feedback to supervisor;
e) Complete most work on-site required visiting certain destinations either before or during scheduled trips to prevent or troubleshoot travel issues that arise; 

f) Prepare summary of air ticket bill by checking bill information with the register; 
g) Get requisition from BI countries for fixed asset (vehicle, generators etc.) and take action in coordination with logistic department for the approval from higher management;
h) Necessary support provided to admin unit to ensure logistics support regularly and timely;
i) Any other tasks that may be assigned on an ad-hoc basis.
j) Support for preparing reports in Microsoft Word and Excel to meet the specific need of management; 

Requirements
a) Academic Background    
· Undergraduate/Graduate from a reputed university, preferably in Hospitality/Hotel Management and Tourism
b) Language Proficiency
- English (fluency in writing and speaking)
- Bangla (fluency in speaking)
